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Dear  Mr.  Morgan: 

We  are  pleased  to  submit  to  the  Government  Center  Commission  this  report  outlining 
space  and  facilities  requirements  for  the  proposed  Boston  City  Hall .    The  studies  on 
which  the  Report  is  based  were  conducted  in  accordance  with  our  proposal  dated 
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I  INTRODUCTION 


INTRODUCTION 


PURPOSE 

The  purpose  of  the  study  was  to  determine  the  following: 

The  total  space  required  to  house  each  of  the  organizational  units  to  be 
accommodated  in  the  new  City  Hall  plus  necessary  additional  space  required 
for  general  areas  servicing  these  units. 

The  functional  relationships  between  the  various  organizational  units. 

Public  traffic  flow  to  the  units. 

One  or  more  idealized  mass  concepts,  based  on  the  foregoing  data,  from  which 
the  architectural  design  can  proceed. 
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SCOPE 


The  scope  of  this  study  includes  space  requirements  analysis  for  all  Departments  and 
agencies  now  located  in  City  Hall  or  City  Hall  Annex.    They  are: 

Administrative  Services  Department 

Assessing  Department 

Auditing  Department 

Boston  Retirement  Board  and  Credit  Union 

Building  Department 

City  Clerk  Department 

City  Council 

City  Planning  Department 

Department  of  the  Mayor 

Election  Department 

George  Robert  White  Fund 

Penal  Institutions  Department 

Public  Works  Department 

Real  Property  Department 

Treasury  Department 


The  following  departments  and  agencies  are  presently  housed  in  city-owned  or  rented 
space  scattered  throughout  the  city.    They  are  also  to  be  accommodated  in  the  new 
City  Hall  and  are,  therefore,  included  within  the  scope  of  this  study: 

Boston  Finance  Commission 

Boston  Housing  Authority 

Boston  Redevelopment  Authority 

Civil  Defense  Department 

Health  Department 

Law  Department 

Licensing  Board 

Parks  and  Recreation  Department 

School  Buildings  Department 

Traffic  Department 

Veterans"  Services  Department 


The  detailed  requirements  stated  in  this  Report  are  based  on  1964  occupancy  and  thus 
reflect,  in  many  cases,  an  increase  in  personnel  strength  over  present  figures.    Twenty 
year  expansion  from  that  date  is  considered  separately  and  is  expressed  as  a  single 
figure  applied  to  total  requirements. 
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PLAN  OF  REPORT 


This  Report  is  organized  in  three  major  parts: 


INTRODUCTION 


sets  forth  the  purpose  and  scope  of  the  study,  explains  the  method  employed, 
defines  terms  used  in  this  Report  and  illustrates  the  space  occupancy  standards 
which  are  applied  to  requirements. 


II      REQUIREMENTS 

states  the  total  space  requirement  for  each  Department  studied  and  for  each  of 
the  general,  or  common-use,  functions.    The  Total  Departmental  Space  as 
stated  in  this  section  for  each  Department  includes,  in  many  cases,  space  such 
as  that  occupied  by  inactive  file  material  which  is  not  necessarily  to  be  located 
in  a  Department's  principal  working  area.    Thus,  the  stated  requirements  reflect 
the  Departments'  total  needs  regardless  of  relative  location  in  the  building. 


Ill     CONCLUSIONS  AND  RECOMMENDATIONS 

considers  all  factors  of  space  and  adjacency  requirements,  centralization  of 
certain  functions,  and  public  traffic  flow  and  develops  a  theoretical  building 
mass.    This  section  includes  a  final  summary  of  all  space  allocations. 
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METHODOLOGY 


The  following  program  of  work  was  effected: 

Meetings  were  held  with  members  of  the  Government  Center  Commission  to  fix  the 
scope  of  the  study  and  to  formulate  the  general  policies  governing  its  objectives. 

The  report  submitted  to  the  Director  of  Administrative  Services  in  May,   1958,  by 
Arthur  D.  Little,  Inc.,   "Preliminary  Estimate  of  the  Cost  of  a  New  City  Hall", 
was  studied.    Annual  reports  of  each  department  and  other  pertinent  data  were 
reviewed. 

A  questionnaire  was  prepared  and  distributed  to  all  groups  scheduled  to  occupy 
the  new  building.    Department  heads  and  other  key  personnel  filled  out  the 
questionnaires  which  were  then  reviewed  in  detail  during  interviews  with  our 
project  field  analysts.    The  questionnaires  covered  such  factors  as:    present  and 
future  personnel  strength,  private  and  general  office  requirements,  auxiliary  areas, 
general  areas,  public  traffic,  and  adjacency  requirements. 

Following  the  interviews,  the  space  presently  occupied  was  inspected  with  the 
department  head  or  his  designate  to  insure  inclusion  of  all  departmental  areas  and 
special  equipment. 

During  the  course  of  the  interviews,  periodic  meetings  were  held  with  the 
Director  of  Administrative  Services  to  test  preliminary  findings  and  to  review  the 
scope  and  direction  of  our  work  . 

Space  occupancy  standards  were  established  for  all  areas  for  which  uniformity  of 
treatment  was  desirable.    These  unit  standards  were  then  applied  to  the  personnel 
figures  for  each  department. 

Individual  studies  were  made  of  special  areas  not  covered  by  the  standards  to 
determine  optimum  space  allocations. 

All  data  regarding  space,  public  traffic  and  adjacency  requirements  were  then 
analyzed  and  evaluated.    These  findings  led  to  the  development  of  a  theoretical 
mass  for  the  proposed  City  Hall. 
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DEFINITIONS 


Reference  is  made  throughout  the  Report  to  terms  with  specific  meanings.    These  are 
defined  below: 

DEPARTMENT 

is  used  broadly  to  include  any  department,  agency  or  other  autonomous  groufi 
within  the  scope  of  the  study. 

DEPARTMENTAL  SPACE 

includes  all  space  used  exclusively  by  each  Department.    Departmental  Space  is 
composed  of  Office  Space,  Auxiliary  Space,  and  Circulation  Space. 

OFFICE  SPACE 

includes  private  and  semi-private  offices,  and  general  office  areas.     It  is 
determined  by  applying  space  occupancy  standards  to  personnel  totals. 

AUXILIARY  SPACE 

includes  reception  areas,  libraries,  mail  areas,  conference  rooms  to  be  used 
solely  by  the  Department  concerned,  and  other  special  areas  to  which  space 
occupancy  standards  are  not  applicable.    It  is  determined  by  separate  study  of 
each  function . 

CIRCULATION  SPACE 

is  a  statistical  percentage  (20%)  added  to  the  total  Office  Space  and  Auxiliary 
Space  required  by  each  Department.  Circulation  represents  the  space  required 
for  access  to  private  and  semi-private  offices,  for  cross  aisles  in  general  office 
areas,  and  for  access  to  General  Spaces  such  as  shared  conference  rooms. 

The  schematic  study  on  the  facing  page  illustrates  the  application  of  the  concept  of 
Departmental  Space  to  a  hypothetical  Department  of  5,400  square  feet.    Of  this  total, 
Office  Space  accounts  for  3,530  square  feet,  Auxiliary  Space  for  970  square  feet, 
and  20%  of  both  of  these,  or  900  square  feet  is  required  for  Circulation  Space. 
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DEFINITIONS 
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DEFINITIONS 

Office  Space  is  divided  into  Primary  and  Remote  components. 

PRIMARY  OFFICE  SPACE 

is  that  portion  of  a  Department's  Office  Space  in  which  the  Department  carries  its 
principal  activity.    For  example,  if  a  Department  is  located  on  an  upper  floor  of 
the  building  but  maintains  a  work  station  on  a  lower  floor  for  the  purpose  of  issuing 
a  license  or  permit,  the  space  located  on  an  upper  floor  is  considered  to  be  the 
Department's  Primary  Office  Space. 

REMOTE  OFFICE  SPACE 

is  that  portion  of  a  Department's  Office  Space  which  is  remote  from  the 
Department's  Primary  Office  Space.     In  the  example  cited  above,  the  work 
station  on  a  lower  floor  is  considered  to  be  the  Department's  Remote  Office  Space. 

In  a  similar  fashion,  Auxiliary  Space  is  divided  into  Adjacent  and  Remote  components. 

ADJACENT  AUXILIARY  SPACE 

is  that  portion  of  a  Department's  Auxiliary  Space  which  is  located  adjacent  to  the 
Department's  Primary  Office  Space. 

REMOTE  AUXILIARY  SPACE 

is  that  portion  of  a  Department's  Auxiliary  Space  which  is  remote  from  the 
Department's  Primary  Office  Space.    For  example,  if  a  Department  is  located  on 
an  upper  floor,  but  maintains  an  inactive  file  and  general  storage  space  at  a 
remote  location,  the  inactive  file  and  general  storage  space  is  considered  to  be 
Remote  Auxiliary  Space. 

GENERAL  SPACE 

includes  facilities  serving  several  or  all  Departments  such  as  Loading  Dock  and 
Receiving  Area,  Shared  Conference  Rooms  and  Public  Lobby. 
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DEFINITIONS 

GROSS  FLOOR  SPACE 

is  all  space  enclosed  by  the  window  lines. 

BUILDING  CORE 

includes  elevators,  stairs,  shafts,  mechanical  equipment  rooms,  maintenance 
facilities,  toilets,  and  any  access  corridors  between  the  elevators  and  these 
facilities. 


NET  FLOOR  SPACE 

is  the  Gross  Floor  Space  less  the  Building  Core.    The  requirements  stated  in  this 
report  are  for  Net  Floor  Space. 
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DEFINITIONS 
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STANDARDS 


The  space  occupancy  standard,  based  on  personnel  function,  is  one  of  the  basic  tools 
employed  in  developing  total  space  requirements.    Among  important  factors  to  be 
considered  in  developing  a  meaningful  series  of  standards  ares 

Equipment  required  to  accomplish  the  task 

Auxiliary  equipment  required 

Access  space  for  the  employee 

Access  space  for  visitors 

Audio  and  visual  privacy  requirements 

Conference  requirements 

Based  upon  these  considerations,  and  upon  evaluation  of  space  allowances  presently 
prevailing  in  City  offices,  the  standards  illustrated  on  pages  13  through  17  were 
developed.     It  should  be  noted  that  application  of  these  standards  to  City  departments 
will,  in  some  cases,  result  in  less  space  than  that  which  is  presently  assigned,  while 
in  other  instances  the  resulting  amount  of  space  will  be  considerably  greater.    This  is 
due  primarily  to  the  configurations  of  City  Hall  and  City  Hall  Annex  which  do  not 
permit  efficient  utilization  of  space  for  the  kind  of  functions  accommodated. 

Completely  private  offices  have  been  allocated  to  the  Mayor,  City  Council  members, 
the  heads  of  various  Boards,  Commissions  and  Committees,  and  to  other  executive  and 
administrative  personnel  from  Deputy  Division  Head  up  to  Department  Head.    All  other 
private  office  allocations  have  been  made  on  the  basis  of  functional  requirements  for 
audio  and  visual  privacy. 

There  are,  in  addition,  personnel  functions  requiring  a  degree  of  separation  somewhat 
less  than  that  afforded  by  a  fully  enclosed  space.    Such  a  requirement  might  call  for 
a  measure  of  visual  privacy,  freedom  from  extraneous  traffic,  visitor  accommodation, 
or  prestige.    To  meet  this  requirement,  a  partial  partition  consisting  of  a  combination 
of  solid  wall  and  translucent  glass  to  a  height  of  approximately  5  feet  6  inches  is 
recommended.    The  semi-private  office  thus  obtained  has  been  allocated  to  certain 
supervisory  catagories  of  personnel. 

The  application  of  space  occupancy  standards  to  personnel  figures  provides  the  space 
requirement  for  those  office  areas  where  personnel  maintain  their  primary  work 
stations,  but  this  process  does  not  account  for  the  space  required  by  large  filing  areas, 
reception  areas,  libraries,  and  other  Auxiliary  Spaces.    The  space  required  by  these 
functions  has  been  determined  by  equipment  standards  wherever  possible,  and  by 
individual  study  where  standards  were  found  to  be  not  applicable. 

The  Departmental  Space  requirements  were  determined  by  adding  the  total  Office 
Space  and  the  total  Auxiliary  Space  for  each  department  and  then  adding  Circulation 
Space.    The  requirements  for  the  General  Spaces  were  determined  by  individual  study; 
the  derivation  of  these  figures  is  shown  in  the  section  on  General  Spaces. 
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STANDARDS 

GENERAL  OFFICE  AREAS 
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STANDARDS 
GENERAL  OFFICE  AREAS 
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STANDARDS 
CONFERENCE  ROOMS 
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STANDARDS 
CONFERENCE  ROOMS 
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STANDARDS 

The  arrangement  of  offices  shown  on  the  facing  page  illustrates  a  typical  grouping  of 
the  standards  assembled  to  form  an  executive  suite. 
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STANDARDS 
TYPICAL  APPLICATION 
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II  REQUIREMENTS 


II      REQUIREMENTS 


REQUIREMENTS 


In  this  section  the  collected  data  concerning  the  space  requirements  of  each 
Department  included  in  the  scope  of  the  study  is  summarized  on  separate  departmen- 
tal summary  charts.    Shown  on  the  summary  charts  are  current  (1959)  and  estimated 
(1964)  figures  for  personnel  requiring  space,  and  the  Total  Departmental  Space 
requirements  based  on  1964  personnel  strength. 


It  is  important  to  note  that  in  those  instances  where  an  entire  Department  including 
all  of  its  divisions  is  located  together  in  one  integrated  area,  the  total  requirements 
are  summarized  on  one  chart.    In  those  cases,  however,  where  it  has  appeared 
logical  to  locate  a  division  apart  because  it  has  separate  adjacency  requirements,  a 
separate  summary  chart  is  included  for  that  division. 


These  summaries  include  all  of  the  Departmental  requirements  for  space.    It  is  not 
to  be  construed,  however,  that  all  of  the  areas  listed  will  remain  within  the 
Departmental  Space.    The  section  of  the  report  dealing  with  General  Spaces  suggests 
that  certain  centralizations  be  affected  for  units  such  as  inactive  file  areas,  and  the 
space  required  for  these  units  is  extracted  from  the  Total  Departmental  Space 
requirements.    The  Conclusions  and  Recommendations  section  of  this  Report  indicates 
where  these  General  Spaces  are  to  be  located  and  a  chart  at  the  end  of  the  Report 
summarizes  this  information.    This  chart  shows  how  much  space  is  to  be  considered 
integrally  within  each  Department  and  how  much  is  to  be  removed  and  located  within 
General  Spaces. 


Total  Departmental  Space  requirements  and  personnel  strength  for  all  Departments 
are  summarized  on  the  facing  page. 
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SUMMARY  OF  DEPARTMENTAL 
PERSONNEL  AND  SPACE  REQUIREMENTS 


DEPARTMENT  OF  THE  MAYOR 

LICENSING  DIVISION 
CITY  COUNCIL 
ADMINISTRATIVE  SERVICES  DEPARTMENT 

COMPLAINTS  DIVISION 
ASSESSING  DEPARTMENT 
AUDITING  DEPARTMENT 
BUILDING  DEPARTMENT 
CITY  CLERK  DEPARTMENT 
CITY  PLANNING  DEPARTMENT 
CIVIL  DEFENSE  DEPARTMENT 
ELECTION  DEPARTMENT 
HEALTH  DEPARTMENT 

REGISTRY  DIVISION 

WEIGHTS  AND  MEASURES  DIVISION 
LAW  DEPARTMENT 

WORKMEN'S  COMP.  &MED.  FACILITY 
PARKS  AND  RECREATION  DEPARTMENT 
PENAL  INSTITUTIONS  DEPARTMENT 
PUBLIC  WORKS  DEPARTMENT 
REAL  PROPERTY  DEPARTMENT 
SCHOOL  BUILDINGS  DEPARTMENT 
TRAFFIC  DEPARTMENT 
TREASURY  DEPARTMENT 
VETERANS'  SERVICES  DEPARTMENT 

VETERANS'  GRAVES  &  REGISTRATION 
BOSTON  FINANCE  COMMISSION 
BOSTON  HOUSING  AUTHORITY 
BOSTON  REDEVELOPMENT  AUTHORITY 
BOSTON  RETIREMENT  BOARD  &  CREDIT  UNION 
GEORGE  ROBERT  WHITE  FUND 
LICENSING  BOARD 
MUNICIPAL  REFERENCE  LIBRARY 
PRESS  ROOM 
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DEPARTMENT  OF  THE  MAYOR 


The  Mayor  is  the  chief  executive  officer  of  the  City  government  and  is  authorized  to 
direct  and  coordinate  municipal  policy.    In  addition  to  his  executive  functions,  the 
Mayor  is  a  member  of  many  boards  and  commissions  and  may  appoint  committees  or 
create  advisory  groups  as  needed  to  carry  out  his  functions. 


In  addition  to  the  requirements  of  the  Mayor  and  his  staff,  the  summary  on  the  facing 
page  includes  the  requirements  of  several  other  groups  connected  with  the  Mayor's 
office.    They  are: 

The  City  Record 
""the  Mayor's  Civic  Improvement  Committee 
The  Mayor's  Committee  on  Industry  and  Labor 
The  Mayor's  Committee  on  Demolition  and  Restoration 
Public  Celebrations,  Conventions  and  Distinguished  Guests 


The  requirements  of  the  Licensing  Division  of  the  Department  of  the  Mayor  are 
summarized  separately  on  page  27  because  the  function  of  this  Division  dictates  a 
location  more  accessible  to  the  general  public  than  that  required  by  the  Mayor. 


The  space  allocated  for  the  Mayor's  own  office  was  determined  by  analysis  of  his 
special  requirement  for  an  office  capable  of  accommodating  large  gatherings.     It 
includes  a  conference  room  for  the  Mayor  as  well  as  conference  space  for  the 
balance  of  the  Department. 
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LICENSING  DIVISION 


The  Licensing  Division  of  the  Department  of  the  Mayor  licenses  all  Sunday  enter- 
tainment and  issues  various  other  licenses  for  public  entertainment,  such  as  theatres, 
cafes,  dancing,  carnivals,  wrestling,  hockey,  basketball,  ice  shows,  roller  skating 
and  ice  skating. 
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CITY  COUNCIL 


The  City  Council  is  the  legislative  body  of  the  City  of  Boston.    The  Council  has  the 
power  to  appoint  special  committees  to  investigate  any  matters  relating  to  the  property 
and  affairs  of  the  government  of  the  City  and  Suffolk  County. 


The  requirements  listed  in  the  summary  on  the  facing  page  include  those  of  the 
following  sections: 

The  City  Messenger 
The  Clerk  of  Committees 
The  City  Council 

The  public  seating  space  listed  is  sufficient  to  accommodate  200  spectators  on  one 
level,  which  approximates  the  public  seating  capacity  of  the  present  Council 
Chamber.    The  space  is  included  in  this  study  for  planning  purposes,  although  an 
architectural  solution  utilizing  galleries  for  public  seating  may  result  in  a 
considerable  reduction  of  this  figure. 


Since  over  a  period  of  years  the  Council  has  varied  in  size  from  nine  to  22  members, 
expansion  space  has  been  provided  to  allow  any  size  within  these  limits. 


-28- 


1959  PERSONNEL 

1964  PERSONNEL 

AREA(SQ.  FT.) 

UJ 

U 
< 

CO 
LU 

y 

ti- 
O 

LU 

< 
> 

O- 
1 

LU 

to 
ed 

LU 
I— 
< 
> 

Q_ 

P.RES.,  CITY  COUNCIL 

1 

1 

378 

COUNCIL  MEMBERS 

8 

8 

2,160 

DIVISION  HEAD 

2 

2 

360 

DEPUTY  DIVISION  HEAD 

2 

2 

288 

SUPERVISORY 

OTHER 

_J 
< 
LU 

z 

LU 

o 

SUPERVISORY 

SECRETARIAL,  EXECUTIVE 

9 

9 

1,296 

SECRETARIAL 

ANALYTICAL 

DRAFTSMAN 

CLERICAL 

1 

1 

48 

PART  TIME  &  MINIMAL  SPACE 

NON-DEPARTMENTAL 

1 

1 

LU 

u 
< 

CO 

>- 

< 

X 
< 

RECEPTION 

1 

1 

576 

COUNCIL  CHAMBER 

^-"     1,980 

PUBLIC  SEATING 

1,400 

COUNCIL  CHAMBER  LOBBY 

400 

COMMITTEE  ROOM 

756 

COUNCIL  MEMBERS'  TOILET 

144 

DOCUMENT  ROOM 

2 

2 

243 

EXPANSION  SPACE 

1,530 

TOTAL  PERSONNEL 

27 

27 

SUB-TOTAL  DEPARTMENTAL  SPACE 

20%  CIRCULATION  FACTOR 
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ADMINISTRATIVE  SERVICES  DEPARTMENT 


The  Administrative  Services  Department  has  the  responsibility  of  the  compilation  of 
directives,  reports,  surveys,  and  studies  in  connection  with  municipal  operations. 
It  coordinates  the  activities  of  all  departments,  boards,  and  special  committees 
appointed  by  the  Mayor,  and  organizes  an  annual  Conference  on  Municipal 
Administration . 


The  requirements  listed  on  the  facing  page  include  those  of  the  following  divisions: 

Administrative  Division 
Personnel  Division 
Budget  Division 
Purchasing  Division 


The  Printing  Plant,  which  is  operated  by  the  Purchasing  Division,  is  not  included 
in  this  study. 


The  requirements  of  the  Complaints  Division  are  listed  separately  on  page  33 
because  the  function  of  this  Division  dictates  a  location  more  readily  accessible 
to  the  general  public  than  that  required  by  the  balance  of  the  Department. 
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COMPLAINTS  DIVISION 


The  Complaints  Division,  a  division  of  the  Administrative  Services  Department, 
investigates  and  follows  up  all  complaints  received  from  citizens  and  taxpayers. 
When  action  has  been  taken  by  the  department  or  agency  involved,  notice  is  sent 
to  the  complainant. 
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ASSESSING  DEPARTMENT 


The  Assessing  Department  is  responsible  for  the  assembly  of  data  to  make  possible  the 
assessment  of  real  and  personal  property  for  municipal  taxation.    The  Department  is 
also  responsible  for  the  administration  of  betterment  and  unpaid  water  taxes,  motor 
vehicle  excise  taxes,  poll  taxes,  and  property  abatements  appealed  from  original 
assessment. 


In  addition,  the  Department  maintains  property  inventory,  prepares  statistical 
reports  for  public  information,  and  is  responsible  for  the  accuracy  of  all  valuation 
accounting. 


The  requirements  listed  on  the  facing  page  include  those  of  the  following 
organizational  units: 

Administration  and  General  Service 

Assessment  Section 

Board  of  Review 

Engineering 

Motor  Vehicle  Assessment  and  Adjustment 

Personal  Property  Division 

Real  Property  Division 

Registry  Research 

Tabulating  Division 
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AUDITING  DEPARTMENT 


The  Auditing  Department  audits  all  receipts,  expenditures  and  dispersements  of  the 
city  of  Boston  and  Suffolk  County.  The  Department  also  publishes  monthly  exhibits 
of  all  City,  County  and  School  expenditures. 


The  requirements  listed  on  the  facing  page  include  those  of  the  following  organiza- 
tional units: 

General  Administration 
Accounting  Division 
Examining  Division 
Payroll  Audit  Division 
Post  Audit  Division 
Tabulating  Division 
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BUILDING  DEPARTMENT 


The  Building  Department  inspects  buildings  and  structures  in  the  City  of  Boston,  and 
issues  permits  to  erect,  enlarge,  alter,  substantially  repair,  move,  demolish  or 
change  the  occupancy  of  any  building. 


The  Board  of  Appeals  as  an  adjunct  of  the  Building  Department  accepts  and  renders 
decision  on  all  cases  of  appeal . 


The  Board  of  Examiners  as  an  adjunct  of  the  Building  Department  acts  upon  the 
qualifications  of  persons  desiring  to  be  registered  as  construction  superintendents  in 
the  City  of  Boston. 


The  requirements  listed  on  the  facing  page  include  those  of  the  following 
organizational  units: 

Administrative  Division 
Construction  and  Safety  Division 
Electrical  Inspection  Division 
Mechanical  Inspection  Division 
Technical  Services  Division 


In  addition,  the  requirements  of  the  following  groups  were  considered: 

Beacon  Hill  Architectural  Commission 

Board  of  Appeal 

Board  of  Examiners 

Board  of  Gas  Fitters 

Committee  on  Licenses 

Public  Safety  Commission 
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TOTAL  DEPARTMENTAL  SPACE 

18,073 

3,615 

21,688 

-39- 


CITY  CLERK  DEPARTMENT 


The  City  Clerk  Department  performs  both  legislative  and  executive  duties  in 
compliance  with  statutes  or  ordinances,  and  keeps  records  of  all  meetings  of  the 
City  Council  and  other  official  records  of  the  City  of  Boston.    The  department  also 
records  and  files  various  legal  documents,  records  all  claims  against  the  city,  and 
issues  various  licenses,  permits  and  warrants.    The  City  Clerk  is  also  Clerk  of  the 
City  Council . 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
Divisions: 

Administrative  and  Legislative  Division 
Recording  Division 
License  Division 
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CITY  PLANNING  DEPARTMENT 


The  City  Planning  Department,  under  the  charge  of  the  City  Planning  Board, 
analyzes  the  City's  resources  and  potentialities,  and  develops  long-range  plans  for 
land  use,  community  facilities,  schools  and  parks. 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
organizational  units: 

Administration 
Comprehensive  Planning 
Land  Planning 
Projects 
Research 


In  addition,  the  conference  requirements  of  the  City  Planning  Board  were  considered, 
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CIVIL  DEFENSE  DEPARTMENT 


The  Civil  Defense  Department  prepares  plans  for  the  protection  of  the  people  in  the 
event  of  enemy  attack.    The  Department  also  functions  to  minimize  the  hazards  of 
natural  disaster. 


An  expansion  space  of  10%  of  1964  requirements,  or  174  square  feet,  has  been 
allocated  because  it  was  felt  that,  although  no  specific  increase  in  personnel  was 
anticipated,  additional  space  should  be  provided  to  accommodate  a  possible 
increase  in  services. 
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ELECTION  DEPARTMENT 


The  Election  Department  maintains  a  system  of  permanent  registration  of  persons 
eligible  to  vote  in  all  elections  and  is  responsible  for  the  conduct  of  elections  and 
the  certification  of  election  results.    The  Department  examines  prospective  jurors 
and  is  responsible  for  the  certification  of  jury  lists.    It  is  also  the  function  of  this 
department  to  make  up  the  voting  lists. 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
organizational  units: 

Administrative  Office 
Registrar's  Office 
Jury  Division 
Voting  Machine  Division 
Ballot  Box  Division 
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HEALTH  DEPARTMENT 


The  Health  Department  protects  the  public  health  by  insuring  compliance  with 
public  health  ordinances  and  regulations.    It  directs  programs  in  health  education 
and  public  health  research,  and  operates  health  centers,  laboratories  and  clinics. 


The  requirements  listed  on  the  facing  page  are  those  of  the  Health  Division,  and 
include  the  requirements  of  the  following  sections: 

Section  of  General  Services 
Section  of  Medical  Services 
Section  of  Local  Health  Services 
Section  of  Environmental  Sanitation 


The  requirements  of  the  Registry  Division  and  of  the  Weights  and  Measures  Division 
are  listed  separately  on  pages  50  and  52  because  their  functions  dictate  a  location 
remote  from  the  Health  Division. 
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REGISTRY  DIVISION 


The  Registry  Division  records  all  births,  deaths  and  marriages,  and  issues  birth  and 
death  certificates  and  marriage  licenses.    The  Division  receives  and  records 
affidavits  of,  additions  to,  and  amendments  and  corrections  to  said  records,  and 
forwards  copies  of  all  records  to  the  office  of  the  Secretary  of  the  Commonwealth . 
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WEIGHTS  AND  MEASURES  DIVISION 


The  Weights  and  Measures  Division  is  charged  with  the  enforcement  of  the  general 
laws  of  Massachusetts  relating  to  weights  and  measures  and  hawkers  and  peddlers. 
The  work  is  divided  into  two  classes:    mechanical,  which  consists  of  the  annual 
testing,  sealing  or  condemning  all  types  of  weighing  or  measuring  devices  found  in 
commercial  use,  and  supervisional,  consisting  of  reweighing  or  remeasuring 
commodities  put  up  in  advance  of  sale.    The  Division  also  checks  deliveries  of  coal, 
oil,  etc.,  and  prosecutes  violations  of  the  Weights  and  Measures  laws. 
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LAW  DEPARTMENT 


Requirements  for  this  Department  are  stated  in  two  sections: 

Law  Department 

Workmen's  Compensation  and  Medical  Facility 


The  Law  Department  has  general  charge  of  the  legal  work  of  the  City  and 
represents  the  City  and  Suffolk  County  in  all  litigation  to  which  either  is  a  party. 
The  Department  defends  employees  of  the  City  and  County  against  certain  actions, 
prosecutes  certain  criminal  proceedings,  does  the  conveyancing  work  for  the 
various  municipal  departments,  performs  the  legal  work  incidental  to  tax  title 
foreclosures,  reviews  the  form  of  all  municipal  contracts  and  bonds,  and  furnishes 
legal  opinions  to  the  Mayor,  the  City  Council,  the  School  Committee  and  City 
and  County  officials  on  matters  relating  to  the  legislature  and  Federal  and  State 
administrative  agencies. 


The  requirements  summarized  on  the  facing  page  are  those  of  the  Law  Department 
and  include  the  requirements  of  the  following  organizational  units: 

Administrative  Division 
General  Services  Division 
Litigation  Division 
General  Trial  Division 
Collections  Division 
Counselling  and  Miscellaneous 


Requirements  for  Workmen's  Compensation  and  Medical  Facility  are  summarized 
separately  on  page  57 .    Although  this  agency  is  a  part  of  the  Law  Department,  its 
function  dictates  a  location  remote  from  the  remainder  of  the  Department. 
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WORKMEN'S  COMPENSATION  AND  MEDICAL  FACILITY 


The  Workmen's  Compensation  Service  is  a  division  of  the  Law  Department  established 
for  the  purpose  of  filing  accident  reports  for  employees  injured  in  the  course  of  their 
employment,  conducting  hearings  before  the  Industrial  Accident  Board,  and 
providing  compensation  where  required.    The  Division  works  closely  with  the 
Medical  Facility, which  is  responsible  for  the  care  of  all  City  employees,  except 
uniformed  police,  injured  in  the  course  of  their  employment.    It  is  also  the 
responsibility  of  the  Medical  Facility  to  examine  and  x-ray  new  employees. 
Sufficient  space  has  been  allocated  to  permit  the  Medical  Facility  to  function  as  a 
first  aid  service  for  the  entire  building. 
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PARKS  AND  RECREATION  DEPARTMENT 


The  Parks  and  Recreation  Department  is  responsible  for  the  development, 
maintenance  and  operation  of  the  park  system  for  the  citizens  of  Boston  and  the 
hundreds  of  visitors  to  the  City.    In  addition  to  this,  the  Department  administers  a 
broad  program  of  recreation  for  all  age  groups,  plants  and  replaces  trees  on  the 
streets  and  in  the  parks  and  playgrounds,  and  cares  for  the  active  and  historical 
cemeteries  in  the  custody  of  the  City. 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
Divisions: 

Administrative  Services  Division 
Engineering  Division 
Maintenance  Division 


The  stated  requirements  do  not  include  those  of  the  Recreation  Division,  which  is 
not  scheduled  to  occupy  space  in  the  new  City  Hall . 
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PENAL  INSTITUTIONS  DEPARTMENT 


The  Penal  Institutions  Department  is  responsible  for  the  operation  and  administration 
of  Suffolk  County  House  of  Correction  at  Deer  Island.    The  Penal  Institutions 
Commissioner  is  responsible  for  the  paroling  of  inmates  from  both  the  House  of 
Correction  and  the  Suffolk  County  Jail . 
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PUBLIC  WORKS  DEPARTMENT 


The  Public  Works  Department  is  responsible  for  the  construction  and  maintenance  of 
all  streets,  sidewalks  and  sewers;  granting  of  permits  to  open,  occupy,  obstruct, 
and  use  portions  of  the  streets  and  sidewalks;  street  lighting,  both  gas  and  electric; 
installation,  maintenance,  and  operation  of  all  fixtures  and  appliances  held  by  the 
City  for  its  water  supply;  cleaning,  flushing,  and  snow  removal  from  streets; 
collection  and  removal  of  ashes,  garbage,  and  refuse;  installation  and  maintenance 
of  street  signs;  and  construction,  maintenance,  and  operation  of  City-owned 
bridges  used  as  highways. 


The  summary  on  the  facing  page  includes  the  requirements  of  the  following 
Divisions: 

Central  Office  Division 
Automotive  Division 
Bridge  Division 
Highway  Division 
Sanitary  Division 
Sewer  Division 
Survey  Division 
Water  Division 
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REAL  PROPERTY  DEPARTMENT 


The  Real  Property  Department  estimates  property  values  and  approves  property 
sales.    In  addition  to  this,  the  Department  is  responsible  for  the  maintenance  and 
repair  of  City-owned  buildings. 


The  summary  on  the  facing  page  includes  the  requirements  of  the  following 
divisions: 

Buildings  Division 
Property  Division 


The  stated  requirements  do  not  include  those  of  the  Markets  Division,  which  is  not 
scheduled  to  occupy  space  in  the  new  City  Hall. 


Space  for  custodial  services  has  been  provided  under  General  Spaces. 
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SCHOOL  BUILDINGS  DEPARTMENT 

The  School  Buildings  Department  is  responsible  for  the  maintenance,  repair  and 
upkeep  of  all  public  school  buildings,  including  administrative  and  storage  buildings, 
The  Department  also  coordinates  the  construction  of  new  school  buildings. 

The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
divisions: 

Administrative  Division 

Architectural- Engineering  Division 

Electrical  Division 

Heating  and  Ventilating  Division 

Inspection  Division 

Plumbing  Division 

Roofing  Division 

The  Storehouse  Division  is  not  scheduled  to  occupy  space  in  the  new  City  Hall. 
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TRAFFIC  DEPARTMENT 


The  Traffic  Department  has  the  authority  to  adopt,  amend,  alter  or  repeal  rules  and 
regulations  relative  to  vehicular  street  traffic  under  the  control  of  the  City.    The 
Department  also  maintains  the  City  traffic  control  system. 


With  the  exception  of  an  allocation  for  a  new  Traffic  Control  Panel,  only  those 
executive  and  administrative  functions  of  this  Department  which  now  occupy  the 
second  floor  of  the  building  at  1 12  Southampton  Street  will  be  accommodated  in  the 
new  City  Hall . 
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TREASURY  DEPARTMENT 


The  Treasury  Department  has  the  care  and  custody  of  the  current  funds  of  the  City,  and 
of  all  moneys,  properties,  and  securities  placed  in  its  charge  by  any  statute,  ordinance, 
gift,  or  deposit.    The  Department  also  pays  all  bills  and  demands  against  the  City,  and 
has  full  custody  of  sinking  fund  cash  and  securities.    The  Collections  Division  collects 
and  receives  all  taxes  and  other  assessments,  betterments,  rates,  dues,  and  moneys 
payable  on  any  account  to  the  City  of  Boston  or  the  County  of  Suffolk. 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following 
divisions: 

Treasury  Division 
Collecting  Division 
Sinking  Fund  Division 
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VETERANS1  SERVICES  DEPARTMENT 


The  Veterans'  Services  Department  provides  relief  for  needy  veterans  and  their  eligible 
dependents  through  cash  payments  from  funds  specifically  provided  for  this  purpose. 
Such  relief  consists  of  providing  assistance  in  procuring  medical  care,  hospitalization, 
vocational  and  educational  opportunities,  employment  and  reemployment,  housing, 
and  other  related  benefits  provided  by  current  laws. 


The  requirements  summarized  on  the  facing  page  include  those  of  the  following  organi- 
zational units: 

Administrative  Division 

Benefits  Section 

Settlement  and  Application  Section 


The  Hospital  Division,  which  is  presently  located  at  57  East  Concord  Street,  is  not 
scheduled  to  occupy  space  in  the  new  City  Hall. 


The  requirements  of  the  Veterans'  Graves  and  Registration  Division  are  summarized  on 
page  75. 
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VETERANS'  GRAVES  AND  REGISTRATION 


Veterans'  Graves  and  Registration  cares  for  and  maintains  veterans'  graves  in  Boston 
cemeteries,  and  also  records  the  military  history,  deaths  and  grave  locations  of 
veterans  of  all  wars  who  are  buried  in  the  Boston  cemeteries. 
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BOSTON  FINANCE  COMMISSION 


The  Boston  Finance  Commission  investigates  matters  of  municipal  administration  and 
finance,  and  maintains  general  watch  over  the  financial  affairs  of  the  City  of  Boston 
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BOSTON  HOUSING  AUTHORITY 


The  Boston  Housing  Authority  is  charged  with  the  responsibility  of  investigating  to  de- 
termine the  unsanitary  and  sub-standard  housing  conditions  existing  within  its  jurisdic- 
tion which  cannot  readily  be  remedied  by  private  enterprise,  and  the  clearance,  re- 
planning  and  reconstruction  of  such  areas.    With  the  approval  of  the  State  Housing 
Board  and  the  Mayor,  it  is  empowered  to  enter  into  agreement  with  any  agency  of 
Government  for  assistance,  financial  or  otherwise,  to  remedy  such  sub-standard  con- 
ditions. 

The  listing  on  the  facing  page  includes  the  requirements  of  the  following  sections: 

Administrative  Section 

Legal  Section 

Management  Section 

Accounting  Section 

Economic  Section 

Tenant  Relations  Section 

Planning  and  Development  Section 

Safety  Section 

Personnel  Section 

Purchasing  Section 
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BOSTON  REDEVELOPMENT  AUTHORITY 


The  Boston  Redevelopment  Authority  is  responsible  for  urban  renewal  projects  in  the 
City  of  Boston.    The  Authority  is  presently  engaged  in  three  land  assembly  and  re- 
development projects  which  involve  land  acquisition,  relocation  of  displaced  families, 
and  demolition. 


Only  the  executive  and  administrative  personnel  presently  occupying  space  at 
73  Tremont  Street  are  scheduled  to  move  into  the  new  City  Hall .    The  summary  on 
the  facing  page  lists  their  requirements. 
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BOSTON  RETIREMENT  BOARD  AND  CREDIT  UNION 


The  Boston  Retirement  Board  is  responsible  for  the  administration  of  retirement  pro- 
grams for  all  City  and  County  employees. 


The  Credit  Union  functions  for  the  benefit  of  City  employees  by  the  promotion  of 
thrift  among  its  members  and  the  loaning  of  money  to  members  in  need  of  financial 
assistance. 


Although  the  Retirement  Board  and  the  Credit  Union  are  separate  organizations,  their 
functions  indicate  that  a  common  location  would  be  desirable.    For  this  reason,  the 
requirements  of  both  groups  are  summarized  on  the  facing  page  . 
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GEORGE  ROBERT  WHITE  FUND 


The  George  Robert  White  Fund  was  established  in  1922  as  a  permanent  charitable  trust 
fund,  the  net  income  to  be  used  for  creating  works  of  public  utility  and  beauty  in  the 
City  of  Boston. 
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LICENSING  BOARD 


The  Licensing  Board  is  the  primary  license  granting  agency  of  the  City  of  Boston.    The 
Board  issues  certain  entertainment  licenses,  victuallers'  licenses,  licenses  for  mechani- 
cal amusement,  licenses  for  lodging  houses,  and  licenses  for  the  sale  of  alcoholic  bever- 
ages. 


The  Board  is  required  by  law  to  notify  the  public  of  applications  for  new  licenses  and 
of  applications  for  transfer  of  location  of  licenses.    The  Board  must  also  give  notice 
of  such  applications  to  the  State  Representatives  of  each  representative  district 
affected . 
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MUNICIPAL  REFERENCE  LIBRARY 


During  the  course  of  this  study,  the  City  decided  to  develop  the  present  City  Council 
Library  into  a  Municipal  Reference  Library  designed  to  serve  as  a  bureau  of  Informa- 
tion and  ready  reference  for  all  City  officials  and  employees.    All  Departmental  and 
City  publications  will  be  kept  on  file,  and  any  literature  required  in  the  work  of  the 
Departments  will  be  made  available.    It  is  recommended  that  a  monthly  bulletin  be 
circulated  among  City  employees  calling  attention  to  material  at  their  service.    This 
library  will  be  open  to  the  public  for  reference  use  only;  books  will  be  loaned  only 
to  City  officials  and  employees.    Facilities  for  study  by  Civil  Service  employees  for 
promotion  examination  or  by   first  entrants  into  Civil  Service  will  also  be  provided. 
The  Library  will  also  regularly  acquire  various  publications  from  other  municipalities. 


The  requirements  stated  are  based  on  a  study  of  a  similar  facility  presently  function- 
ing for  the  City  of  New  York,  and  on  interviews  with  personnel  of  the  Boston 
Library  Department. 


Sufficient  space  has  been  retained  in  the  City  Messenger  Section  of  the  City  Council 
to  store  current  Council  documents. 
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PRESS  ROOM 


It  is  customary  for  the  City  to  provide  working  space  in  City  Hall  for  reporters  repre- 
senting the  seven  major  Boston  newspapers.    Their  requirements  are  summarized  on  the 
facing  page. 
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GENERAL  SPACES 

Centralized  Facilities 

There  are  three  service  functions  presently  operated  on  a  decentralized  basis  by  the 
various  departments  which  could  be  operated  with  greater  efficiency  and  economy  if 
each  were  centralized  at  one  location.   These  functions  are: 

Inactive  Files  and  General  Storage 
Office  Supplies 
Electronic  Data  Processing 


Inactive  Files  and  General  Storage 

Many  Departments  presently  maintain  relatively  large  quantities  of  inactive  file  and 
general  storage  material  either  within  their  departmental  spaces  or  at  remote  locations, 
It  is  recommended  that  the  inactive  file  and  general  storage  requirements  of  these 
Departments  be  consolidated  and  that  a  space  allocation  be  made  on  a  centralized 
basis  for  the  total  requirement. 


Central  Office  Supply 

A  central  office  supply  facility  should  be  provided  to  eliminate  significant  Inventories 
now  held  in  Departmental  Spaces,  and  to  permit  more  effective  inventory  control. 
The  size  of  this  facility  was  determined  by  subtracting  from  the  Departmental  Spaces 
any  space  presently  used  for  storage  of  office  supplies  amounting  to  more  than  150 
square  feet. 

The  use  of  a  central  office  supply  room  would  permit  coordinated  control  for  procure- 
ment and  accounting  purposes. 


Central  Electronic  Data  Processing 

It  is  recommended  rhat  all  data  processing  and  billing  operations  be  consolidated  at 
one  location.    While  it  is  not  anticipated  that  the  data  processing  operations  of  the 
various  departments  would  be  fully  integrated  at  the  outset,  centralization  will 
permit  eventual  functional  integration  if  desired.    In  addition,  centralization  will 
permit  consolidation  of  special  power,  air-conditioning  and  floor  loading  requirements. 

It  is  reasonable  to  expect  the  use  of  electronic  data  processing  equipment  to  increase 
in  the  future.    The  City  Planning  Department,  for  example,  has  submitted  a  report 
outlining  the  benefits  it  would  derive  from  adapting  data  processing  techniques  to  the 
performance  of  some  of  its  duties.    Other  Departments  will  undoubtedly  wish  to  apply 
these  techniques  to  their  own  work. 
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In  addition  to  present  requirements,  a  space  of  1,440  square  feet  has  been  included  in 
the  Central  Electronic  Data  Processing  space  to  accommodate  future  requirements.    It 
is  recommended  that  this  portion  of  the  facility  be  under  the  control  of  the 
Administrative  Services  Department,  which  would  operate  it  as  a  "service  bureau"  for 
the  using  Departments. 


Parking 

Parking  space  for  six  municipal  service  vehicles  has  been  provided. 


Typewriter  Repair 

It  is  recommended  that  the  typewriter  repair  unit  of  the  Administrative  Services 
Department  be  located  in  a  service  area  of  the  building  to  facilitate  service  by  this 
unit  to  all  Departments. 


Auditorium 

Present  plans  call  for  accommodating  the  School  Committee  in  City  Hall  Annex  and 
constructing  an  auditorium  on  the  site  of  the  old  City  Hall .    For  this  reason,  an 
auditorium  has  not  been  considered  for  inclusion  in  the  new  building. 
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Conference  Rooms 

Conference  requirements,  based  on  the  number  of  persons  attending  each  meeting, 
the  number  of  meetings  per  month,  and  their  duration,  were  established  during  the 
interviews.    Conference  rooms  for  the  exclusive  use  of  a  Department  (to  be  included 
in  the  Departmental  Space)  were  assigned  if  the  total  number  of  meetings  of  1/2-day 
or  less  duration  exceeded  10  during  a  month  .    Maximum  utilization  of  a  conference 
room  was  considered  to  be  35  half-day  meetings  per  month.    Therefore,  any  excess 
over  35  half-days  but  less  than  70  half-days  per  month  will  be  accommodated  by  a 
conference  room  in  the  vicinity  of  the  Department,  to  be  shared  with  one  or  more 
Departments.     Departments  whose  requirement  is  for  less  than  10  half-day  meetings 
per  month  will  also  share  a  conference  room  with  one  or  more  Departments. 

Shared  conference  rooms  have  been  provided  in  sufficient  number  to  meet  the 
requirements  of  all  meetings  not  accommodated  in  exclusively  assigned  facilities. 

The  facing  chart  summarizes  all  conference  requirements  and  assignments  and 
indicates  the  extent  to  which  additional  rooms  will  be  shared.    Referring  to  the 
chart,  each  solid  circle  represents  an  assigned  room  and  the  open  circles  indicate 
which  meetings  are  to  be  accommodated  in  shared  facilities.    For  example,  the  City 
Planning  Department  has  16  conferences  which  up  to  12  persons  attend;  5  conferences 
of  12  to  25  persons;  and  4  conferences  which  more  than  25  but  less  than  60  persons 
attend.    To  meet  this  requirement,  the  Department  has  been  assigned  one  conference 
room  with  a  capacity  for  25  persons.    This  will  accommodate  21  out  of  a  total  of  25 
conferences.    The  remaining  4  conferences,  in  the  "over  25"  person  category,  are 
not  sufficient  to  justify  an  exclusively  assigned  room  of  this  size.    Therefore,  they 
will  be  accommodated  in  a  shared  facility. 

In  certain  cases,  conference  rooms  have  been  assigned  on  the  basis  of  special  need. 
For  example,  the  Building  Department  has  been  assigned  a  room  in  the  "over  25" 
category  because  the  Board  of  Appeals  and  the  Board  of  Examiners  require  the 
exclusive  use  of  a  hearing  room.    The  Department's  conferences  in  the  "5-12" 
person  category  will  be  accommodated  in  shared  facilities  because  it  is  unreasonable 
to  expect  conferences  of  less  than  12  persons  to  be  conducted  successfully  in  a  room 
with  a  capacity  for  60  persons. 

The  space  required  for  assigned  conference  rooms  has  been  included  in  the  Depart- 
mental Space  totals  of  the  Departments  concerned.    The  shared  rooms  are  considered 
General  Spaces  and  total  3,250  square  feet,  including  Circulation.    Two  conference 
rooms  of  the  "5-12"  person  size,  and  one  each  in  the  "12-25"  and  "over  25" 
categories  will  meet  the  requirements  of  all  Departments  sharing  these  facilities. 
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SUMMARY  OF  CONFERENCE 
AND  MEETING  FACILITIES 


DEPARTMENT  OF  THE  MAYOR 

LICENSING  DIVISION 
CITY  COUNCIL 
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TRAFFIC  DEPARTMENT 
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Unassigned  Office 


Two  unassigned  office  spaces  have  been  provided  for  the  use  of  temporary  committees, 
outside  organizations  and  auditors  as  required.    These  spaces,  one  of  which  is  to  be 
compartmented  as  illustrated  on  the  facing  page,  total  2,808  square  feet. 

Loading  Dock  and  Receiving  Area 

A  loading  dock  and  receiving  area  should  be  provided.    It  should  have  direct  access 
to  the  freight  elevator  for  service  to  all  Departments,  particularly  the  bacteriological 
laboratory  of  the  Department  of  Public  Health .    The  area  should  also  be  accessible 
from  the  various  centralized  facilities.    An  allocation  of  1,500  square  feet  has  been 
made  for  the  loading  dock,  which  is  sufficient  to  accommodate  five  panel  trucks  at 
one  time.    Five  hundred  square  feet  has  been  allocated  for  the  receiving  area.    The 
total  allocation  is  2,400  square  feet,  which  includes  Circulation. 


Public  Lobby 

The  exact  size  of  the  public  lobby  depends  upon  the  final  design  of  the  building. 
However,  the  provision  of  5,000  square  feet  made  in  this  study  is  considered  to  be 
adequate  for  planning  purposes,  and  includes  concession  space. 


Central  Mail  and  Communications 

For  the  purposes  of  this  study,  mail  may  be  divided  into  four  general  categories. 
These  are: 

Incoming  bulk  mail  addressed  to  specific  components. 
Outgoing  bulk  mail  for  delivery  to  the  U.S.  Post  Office. 
Internal  correspondence. 

Incoming  bulk  mail  not  addressed  to  specific  components, 
therefore  requiring  further  sorting. 

It  is  logical  to  provide  a  centralized  facility  in  the  core  of  the  new  building  to 
handle  the  large  volume  of  mail  and  correspondence.    The  results  would  be  an 
immeasureable  improvement  in  pick-up  and  delivery  service,  and  minimization  of. 
messengers  and  traffic  on  elevators. 
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It  is  recommended  that  a  Central  Mail  Handling  and  Communications  facility  be 
provided  in  the  following  manner: 

There  should  be  a  Primary  Station  at  the  top  of  the  building.    All  incoming  mail 
would  be  delivered  to  this  point  for  primary  sorting,  except  mail  already  pre- 
sorted by  the  Post  Office. 

There  should  be  a  Primary  Station  on  a  lower  floor  of  the  building  in  close 
proximity  to  the  loading  dock  to  receive  unstamped  outgoing  U.S.  Mail. 

The  two  Primary  Stations  should  be  connected  to  each  other  by  a  vertical 
conveyor  system  and  a  series  of  vertical  gravity  drop  chutes. 

Secondary  Sort  Stations,  the  number  of  which  is  dependent  on  floor  size,  should 
be  located  between  the  two  Primary  Stations. 

This  kind  of  operation  willsatisfy  the  requirements  of  the  four  categories  of  mail 
discussed  earlier.    The  drop  chutes  will  permit  almost  instantaneous  delivery  of  both 
incoming  and  outgoing  mail,  as  well  as  of  internal  correspondence.    Bulk  deliveries, 
such  as  those  for  the  Collections  Division,  would  remain  in  the  mail  sacks  as  they 
arrived  from  the  U.S.  Post  Office,  and  then  would  be  delivered  to  the  Secondary 
Sort  Station  via  the  vertical  conveyor.    This  conveyor  could  also  be  utilized  for 
movement  of  supplies,  small  office  machines,  and  data  processing  cards  from  the 
centralized  service  operations. 

The  preferred  location  for  the  mail  handling  system  is  adjacent  to  the  building  core 
since  the  dumb  waiter  and  drop  chutes  would  serve  all  or  several  floors.    A  space  of 
500  square  feet  has  been  allocated  toward  each  Primary  Station,  and  a  space  of 
120  square  feet  has  been  allocated  for  each  of  two  Secondary  Sort  Stations.     In 
addition,  a  space  of  508  square  feet  has  been  allocated  for  a  central  telephone 
switchboard. 


Expansion  Space 

The  space  requirements  for  1984  as  estimated  by  each  Department  during  the  interviews 
amounts  to  a  total  net  increase  of  approximately  1.7%  over  1964  requirements. 
However,  the  number  of  City  Hall  personnel  has  increased  by  approximately  5% 
during  the  years  from  1945  to  the  present,  and  the  populations  of  both  the  City  of 
Boston  and  the  Boston  Metropolitan  Area  have  shown  an  even  greater  percentage  of 
increase  over  the  same  period.    For  this  reason,  it  is  recommended  that  a  minimum  of 
5%  of  the  1964  space  requirements,  or  16,765  square  feet,  be  included  in  the  new 
City  Hall,  either  as  programmed  space  or  as  additional  space  to  be  added  as  the  need 
arises. 
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Because  it  is  not  feasible  to  plan  for  complete  occupancy  of  each  floor  of  the  building 
upon  completion,  and  also  because  the  detailed  design  has  not  been  determined,  a 
certain  amount  of  unassigned  space  must  be  allowed  to  account  for  the  difference 
between  net  Departmental  and  other  spaces  and  the  total  net  space  available  in  the 
building.    The  amount  of  space  required  for  this  purpose  is  dependent  on  the  number  of 
floors,  but  in  any  event  the  unassigned  space  is  considered  to  be  part  of  the  Expansion 
Space  described  above. 


Custodial  Space 

Requirements  for  Custodial  Space  to  accommodate  the  building  maintenance  function 
include  a  Superintendent's  office,  a  central  material  and  supply  room,  locker  space 
for  custodial  help  and  a  slop  sink  and  broom  closet  on  each  floor.    The  requirement 
of  4,440  square  feet  stated  on  the  Space  Allocations  Summary  includes  all  but  the 
sink  and  broom  closets  for  which  a  core  location  is  recommended. 


Special  Requirements 

Several  Departments  use  equipment  that  requires  special  treatment.    This  includes 
special  accoustical  treatment,  extra  floor  loading  capacity,  fume  and  smoke  exhaust, 
special  plumbing  or  electrical  requirements,  and  special  air  conditioning  capacity. 

Data  for  these  special  requirements  have  been  accumulated  and  will  be  specified  on 
the  preliminary  floor  layouts  at  a  later  date. 
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Ill      CONCLUSIONS  AND  RECOMMENDATIONS 


DEVELOPMENT  OF  MASS  CONCEPT 


Factors  Determining  Mass 


The  analysis  and  evaluation  of  the  data  assembled  during  interviews  have  provided 
the  basis  for  determining  an  ideal  arrangement  of  all  operations.    Several  factors 
help  to  determine  the  size  of  typical  floors,  the  grouping  of  departments,  the  ar- 
rangement of  departments  with  relation  to  the  public,  and,  through  architectural 
interpretation,  the  size  and  number  of  floors. 


The  factors  determining  this  mass  concept  are: 

Departmental  and  General  Space  Requirements 
Centralized  Facilities 
Interdepartmental  Relationships 
Public  Visitor  Traffic 


Departmental  and  General  Space  Requirements  and  Centralized  Facilities  have  been 
discussed  in  preceeding  sections.  Interdepartmental  Relationships  and  Public  Visitor 
Traffic  are  discussed  and  illustrated  on  the  pages  that  follow. 
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Interdepartmental  Relationships 

The  desired  relationships  between  Departments  are  illustrated  on  the  facing  page. 

For  purposes  of  this  study,  three  ratings  were  used  in  establishing  adjacency  priorities 
between  one  Department  and  another. 

ESSENTIAL 

It  is  imperative  that  the  two  Departments  be  physically  adjacent  in  order  to 
operate  effectively. 

PRIMARY 

It  would  be  highly  desirable  if  the  two  Departments  could  be  physically  close  or 
on  adjacent  floors. 

SECONDARY 

It  would  be  convenient  if  the  two  Departments  were  physically  close,  but 
effectiveness  would  not  be  impaired  by  separation. 

In  reading  the  adjacency  chart,  the  symbol  at  the  intersection  of  coordinate  lines 
indicates  the  relationships  as  stated  in  interviews  by  the  Department  shown  in  the 
left  margin.    For  example,  the  Auditing  Department  considers  it  essential  to  be  near 
the  Treasury  Department  and  of  secondary  importance  to  be  near  the  Boston 
Retirement  Board  and  Credit  Union. 

This  chart  reflects  a  Department's  appraisal  of  its  own  adjacency  requirements,  and 
reciprocal  preferences  are  not  necessarily  stated  by  other  Departments. 
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REQUESTING  DEPARTMENTS 

DEPARTMENT  OF  THE  MAYOR 
LICENSING  DIVISION 

CITY  COUNCIL 

ADMINISTRATIVE  SERVICES  DEPARTMENT 
COMPLAINTS  DIVISION 

ASSESSING  DEPARTMENT 

AUDITING  DEPARTMENT 

BUILDING  DEPARTMENT 

CITY  CLERK  DEPARTMENT 

CITY  PLANNING  DEPARTMENT 

CIVIL  DEFENSE  DEPARTMENT 

ELECTION  DEPARTMENT 

HEALTH  DEPARTMENT 
REGISTRY  DIVISION 
WEIGHTS  AND  MEASURES  DIVISION 
LAW  DEPARTMENT 

WORKMEN'S  COMP.  &  MED.  FACILITY 
PARKS  AND  RECREATION  DEPARTMENT 
PENAL  INSTITUTIONS  DEPARTMENT 
PUBLIC  WORKS  DEPARTMENT 
REAL  PROPERTY  DEPARTMENT 
SCHOOL  BUILDINGS  DEPARTMENT 
TRAFFIC  DEPARTMENT 
TREASURY  DEPARTMENT 
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INTERDEPARTMENTAL  RELATIONSHIPS 
DESIRED  DEPARTMENTAL  ADJACENCIES 


DEVELOPMENT  OF  MASS  CONCEPT 


The  following  two  diagrams,   "Important  Departmental  Adjacencies",  result  from 
observation  of  Departmental  functions.    They  illustrate  two  important  adjacency 
groupings;    one  centering  about  the  Mayor,  and  the  other  about  the  Assessing 
Department. 
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INTERDEPARTMENTAL  RELATIONSHIPS 
IMPORTANT  DEPARTMENTAL  ADJACENCIES 
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INTERDEPARTMENTAL  RELATIONSHIPS 
IMPORTANT  DEPARTMENTAL  ADJACENCIES 
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DEVELOPMENT  OF  MASS  CONCEPT 

Public  Visitor  Traffic 

Of  great  importance  to  the  effectiveness  of  the  proposed  building  in  serving  the 
public  is  the  handling  of  the  problem  of  traffic. 

This  chart  illustrates  the  amount  of  daily  public  visitor  traffic  sustained  by  each 
department. 
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PUBLIC  VISITOR  TRAFFIC 
ALL  DEPARTMENTS 
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DEVELOPMENT  OF  MASS  CONCEPT 


There  are  certain  agencies  which,  either  by  virtue  of  function  or  visitor  traffic 
sustained,  should  be  readily  accessible  to  the  general  public. 


These  are  summarized  on  the  facing  page. 
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PUBLIC  VISITOR  TRAFFIC 
IMPORTANT  RELATIONSHIPS 
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DEVELOPMENT  OF  MASS  CONCEPT 

It  is  clear  that  a  distinction  should  be  made  between  those  departments  to  which  the 
public  must  have  ready  access,  and  those  departments  with  which  the  public  has  little 
contact. 

The  illustration  on  the  facing  page  shows  schematically  how  the  problem  of  heavy 
public  traffic  to  certain  departments  is  best  handled.    By  locating  the  heavy  traffic 
generators  on  one  or  more  lower  levels  connected  by  escalators,  a  two-fold  purpose 
is  served.    First,  the  public  would  have  ready  access  to  the  departments  serving 
them,  and  second,  large  amounts  of  extraneous  traffic  would  be  diverted  from  the 
building  elevator  system  and  the  upper  floors.    This,  in  turn,  would  result  in  sub- 
stantial savings  in  building  maintenance  costs. 
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PUBLIC  VISITOR  TRAFFIC 
THEORETICAL  DISTRIBUTION 


PUBLIC  TRAFFIC 
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DEVELOPMENT  OF  MASS  CONCEPT 

Heaviest  Traffic  Area 

It  is  recommended  that  a  Heaviest  Traffic  Area  be  created  to  accommodate  those 
functions  which  sustain  the  heaviest  public  traffic. 

In  allocating  space  in  this  area,  a  distinction  should  be  made  between  two  kinds  of 
public  operations.    On  the  one  hand  are  Departments  whose  primary  function  is  to 
service  the  public  across  a  counter  or  desk,  and  Departments  which  handle  continuous 
public  inquiry  for  which  constant  reference  to  files  is  necessary.    The  Assessing 
Department,  the  Election  Department,  the  Licensing  Board,  and  the  Registry  Division 
of  the  Health  Department  are  examples  of  this.    Dividing  such  Departments  into  two 
parts  is  seldom  feasible. 

On  the  other  hand  there  are  Departments  whose  dealings  with  the  public  are  of  a 
secondary  nature  in  terms  of  overall  departmental  function.    The  City  Clerk 
Department,  the  Parks  and  Recreation  Department  and  the  Health  Department,  all  of 
which  issue  permits  or  licenses,  are  examples  of  this  type. 

It  is  recommended  that  the  entire  Departmental  Space  of  the  former  category  of 
departments  be  located  in  the  Heaviest  Traffic  Area,  and  that  the  latter  category  of 
departments  be  divided  so  that  only  sufficient  numbers  of  personnel  to  handle  the 
traffic  generating  functions  are  located  in  the  Heaviest  Traffic  Area. 

The  Departments  to  be  accommodated  in  the  Heaviest  Traffic  Area,  wholly  or  in  part, 
are  summarized  on  pages  122  and  123. 
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DEVELOPMENT  OF  MASS  CONCEPT 


Divided  Departments 

To  accommodate  the  license  and  permit  issuing  functions  split  away  from  the  Divided 
Departments  and  located  in  the  Heaviest  Traffic  Area,  the  standard  illustrated  on  the 
facing  page  has  been  developed.    It  provides  six  feet  of  counter  space  or  rail  and 
four  filing  cabinets  for  each  work  stations.     In  some  cases  it  will  be  possible  to 
completely  process  applications  and  issue  permits  from  this  basic  work  unit.    In  other 
cases,  considerable  administrative  effort  combined  with  access  to  a  greater  backlog 
of  file  material  is  necessary  to  process  the  application.    For  this  reason  it  is 
recommended  that  the  section  of  the  Heaviest  Traffic  Area  occupied  by  the  Divided 
Departments  be  connected  to  the  upper  floors  of  the  building  by  pneumatic  tube. 
This  will  enable  rapid  transfer  of  the  completed  application  to  the  Primary 
Departmental  Space,  where  it  can  be  processed,  and  then  returned  to  the  Heavy 
Traffic  Area . 

It  is  not  anticipated  that  this  arrangement  will  handle  all  the  public  traffic  generated 
by  these  Departments.    If  will  still  be  necessary  for  some  applicants  to  visit  the 
Primary  Departmental  Space  in  order  to  accomplish  their  mission.    However,  it  is 
believed  that  this  system  will  in  some  cases  greatly  reduce,  and  in  other  cases 
completely  eliminate  traffic  to  the  upper  floors. 

To  increase  overall  flexibility,  it  is  recommended  that  the  pneumatic  tube  system 
connecting  the  Heaviest  Traffic  Area  to  the  upper  floors  be  accommodated  in  the 
building  core^,  and  that  provision  be  made  for  its  use  on  each  floor. 


Treasury  Department 

It  is  recommended  that  the  Treasury  Department  be  located  in  the  Heaviest  Traffic 
Area  to  facilitate  the  receipt  of  funds  from  the  public.    Two  traffic  patterns  can  be 
considered.    The  visitor  can,  after  making  application,  proceed  to  the  cashiers 
counter  at  the  Collections  Division,  make  payment,  and  return  to  the  issuing 
Department's  counter  with  a  cashier's  receipt  and  pick  up  his  permit. 

The  alternative  method  would  be  to  connect  the  departmental  counters  with  the 
Collections  Division  by  pneumatic  tube.    Payment  could  then  be  made  by  the  visitor 
at  the  departmental  counter  and  the  money  transferred  via  tube  to  the  Collections 
Division . 
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HEAVIEST  TRAFFIC  AREA 
REMOTE  OFFICE  SPACE 
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HEAVIEST  TRAFFIC  AREA 
PUBLIC  ACCESS 


DEVELOPMENT  OF  MASS  CONCEPT 


Public  Access 


The  problem  of  providing  adequate  space  for  handling  the  heavy  volume  of  general 
public  traffic  into  the  Heaviest  Traffic  Area  is  a  complex  one  since  the  peak  periods 
are  extremely  variable  in  terms  of  numbers,  times  of  occurrence  and  duration.    For 
example,  the  Election  Department  during  presidential  election  years  has  a  peak 
daily  traffic  load  of  over  2,000  persons  for  two  weeks  beginning  September  15th  . 
On  the  other  hand,  during  non-presidential  years,  this  peak  could  amount  to  only 
a  few  hundred. 

The  chart  on  the  facing  page  illustrates  the  maximum  number  of  persons  which  can 
be  expected  to  visit  the  Heaviest  Traffic  Area  during  the  months  listed.     During  the 
last  two  weeks  in  July,  for  example,  an  influx  of  over  7,000  persons  per  day  is 
possible.    Even  assuming  a  non-presidential  year,  the  peak  will  amount  to  over 
4,000  persons  per  day.    After  reviewing  the  peak  loads  of  all  functions  located  in 
the  Heaviest  Traffic  Area,  it  is  recommended  that  a  Public  Access  space  of  5,000 
square  feet  be  provided.    This  will  accommodate  up  to  2,000  persons  at  one  time. 
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HEAVIEST  TRAFFIC  AREA 

SUMMARY  OF  DIVIDED  DEPARTMENTS 


DEPARTMENTS 

BUILDING  DEPARTMENT 

CITY  CLERK  DEPARTMENT 

HEALTH  DEPARTMENT 

PARKS  &  RECREATION  DEPARTMENT 

PUBLIC  WORKS  DEPARTMENT 

UNASSIGNED 

TOTAL  REMOTE  OFFICE  SPACE 
REQUIRED  BY  DIVIDED  DEPARTMENTS 


WORK 

REMOTE 

STATIONS 

OFFICE  SPACE* 

6 

907 

4 

605 

3 

454 

2 

302 

6 

907 

2 

302 

23 

3,477 

*  INCLUDES  CIRCULATION 
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HEAVIEST  TRAFFIC  AREA 
SUMMARY  OF  NON-DIVIDED  DEPARTMENTS 


DEPARTMENTS 

ASSESSING  DEPARTMENT 
AUDITING  DEPARTMENT 
COMPLAINTS  DIVISION 
ELECTION  DEPARTMENT 
LICENSING  BOARD 
LICENSING  DIVISION 
REGISTRY  DIVISION 
TREASURY  DEPARTMENT 

WEIGHTS  &  MEASURES  DIVISION 

TOTAL  NON-DIVIDED 
DEPARTMENTS 

TOTAL  REMOTE  OFFICE  SPACE 
REQUIRED  BY  DIVIDED  DEPARTMENTS 

PUBLIC  ACCESS 
TOTAL  HEAVIEST  PUBLIC  TRAFFIC  AREA 


PRIMARY  &  ADJACENT 
DEPARTMENTAL  SPACE* 


13,932 
7,472 
818 
7,478 
5,248 
1,021 
4,554 

15,256 

1,338 


57,117 


3,477 


5,000 


65,594 


*  INCLUDES  CIRCULATION 
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DEVELOPMENT  OF  MASS  CONCEPT 


The  Mass  Concept 

Analysis  of  Departmental  and  General  Space  requirements,  Centralized  Facilities, 
Adjacency  requirements  and  Public  Visitor  Traffic  yields  the  two  theoretical  building 
masses  shown  schematically  on  pages  125  and  127. 

All  functions  to  be  accommodated  in  the  building  are  grouped  according  to  the 
amount  of  public  visitor  traffic  anticipated.     In  both  concepts,  a  fixed  Net  Floor 
Area  is  imposed  upon  those  functions  receiving  a  normal  volume  of  public  visitor 
traffic  and  another  fixed  Net  Floor  Area  is  imposed  upon  the  Service,  Heavy 
Traffic  and  Heaviest  Traffic  functions. 

The  concept  shown  on  the  facing  page,  which  is  resolved  within  a  Net  Floor  Area 
of  17,700  square  feet  for  the  Normal  Traffic  functions  and  one  of  approximately 
53,000  square  feet  for  all  other  functions  results  in  an  upper  mass  of  eleven  floors. 
The  concept  shown  on  page  127,  which  is  resolved  within  Net  Floor  Areas  of 
47,800  square  feet  for  the  Normal  Traffic  functions  and  approximately  40,000 
square  feet  for  all  other  functions  results  in  an  upper  mass  of  four  floors. 

By  resolving  the  total  requirements  into  two  theoretical  masses,  each  representing 
an  extreme  of  Net  Floor  Area  in  the  upper  floors,  the  greatest  possible  latitude  is 
given  to  the  City  and  its  Architect  in  developing  a  final  design. 

It  should  be  noted  that  the  two  solutions  presented  here  do  not  represent  buildings; 
rather,  each  breaks  down  the  total  space  requirements  into  four  functional  groupings 
whose  final  arrangement  will  depend  upon  site  limitations  and  ingenuity  of 
architectural  expression.    For  example,  considering  the  Heavy  Traffic  group  to  be 
the  principal  point  of  entry  at  the  ground  level  to  the  Normal  Traffic  functions,  the 
Heaviest  Traffic  Area  could  be  expressed  as  a  separately  articulated  mass,  provided 
the  requirement  for  connection  to  the  upper  floors  by  pneumatic  tube  is  observed. 
Also,  the  two  lower  masses  shown  are  interchangeable,  so  that  four  different 
combinations  are  possible. 
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DEVELOPMENT  OF  MASS  CONCEPT 


DEVELOPMENT  OF  MASS  CONCEPT 


The  Building  Core 

Since  the  space  required  by  the  building  core  is  considered  a  part  of  gross  building 
space,  it  is  not  reflected  in  the  Mass  Concepts.    However,  in  addition  to  stairs, 
elevators,  ducts,  shafts,  electric  and  telephone  closets,  custodial  closets  and  toilet 
facilities,  it  is  recommended  that  the  core  contain  an  executive  toilet  and  a  vending 
machine  room  on  each  floor.    It  is  also  recommended  that  space  be  provided  in  the 
core  for  the  mail  handling  facility,  the  vertical  lift  conveyor  and  the  pneumatic 
tube  connection  to  the  Heaviest  Traffic  Area. 


Public  Toilets 


The  grouping  of  all  functions  into  Normal  Traffic,  Heavy  Traffic,  Heaviest  Traffic 
and  Service  categories  provides  the  necessary  distinction  between  public  and  non- 
public spaces.    Public  toilets  should  be  provided  in  the  Heavy  and  Heaviest  Traffic 
areas  only;    the  space  required  is  considered  to  be  gross  space  and  is,  therefore, 
not  reflected  in  the  mass  concepts. 


Special  Considerations 

For  efficient  handling  of  ballot  boxes,  it  is  recommended  that  the  Elections 
Department  have  ready  access  to  the  Loading  Dock  and  Receiving  Area. 

Because  the  Treasurer  is  personally  responsible  for  the  proper  processing  of  all 
claims  and  collections,  it  is  recommended  that  in  the  final  architectural  solution 
the  Treasury  Department  be  located  directly  adjacent  to  the  Central  Electronic 
Data  Processing  space.    The  two  spaces  could  be  on  separate  but  adjacent  floors  if 
direct  access  by  stair  were  provided. 

The  flow  of  public  traffic  between  the  Auditing  Department  and  the  Treasury 
Department  requires  these  Departments  to  be  near  one  another.    For  this  reason,  the 
Auditing  Department  has  been  located  in  the  Heaviest  Traffic  Area. 


-126- 


NORMAL 
TRAFFIC 


HEAVY 
TRAFFIC 


HEAVIEST 
TRAFFIC 


SERVICE 


DEPARTMENT  OF  THE  MAYOR 


ADMINISTRATIVE  SERVICES 
DEPARTMENT 


CITY  CLERK 
DEPARTMENT 


CITY  PLANNING  DEPARTMENT 


BOST.  REDEVELOPMENT 
AUTHORITY 


TRAFFIC 
DEPARTMENT 


•  ■'••■  ■' 


PID 


BFC 


LAW  DEPARTMENT 

BOSTON  HOUSING  AUTHORITY 

P 

R 

BUILDING  DEPARTMENT 

CDD 

UO 

PUBLIC  WORKS 


REAL  PROPERTY 
DEPARTMENT 


HEALTH  DEPARTMENT 

SCHOOL  BUILDINGS  DEPARTMENT 

VETERANS'  SERVICES 
DEPARTMENT 

V 
G 

PARKS  AND  RECREATION 
DEPARTMENT 



ASSUMING  FLOORS  OF  47,800  SQUARE  FEET  NET  FLOOR  AREA 


PUBLIC  LOBBY 


CITY  COUNCIL 


MUNICIPAL  REFERENCE 
LIBRARY 


BOSTON  RET 
CREDIT  UNION 


WCMF 


TREASURY  DEPARTMENT 

AUDITING  DEPARTMENT 

ASSESSING  DEPARTMENT 

REMOTE 
OFFICE  SPACE 

PUBLIC  ACCESS 
HEAVIEST  TRAFFIC 

ELECTION  DEPARTMENT 

REGISTRY 
DIVISION 

LICENSING  BOARD 

LD 

W& 
M 

C 
D 

CENTRAL  ELECTRONIC 
DATA  PROCESSING 

CUSTODIAL 
SPACE 

INACTIVE  FILES  AND  GENERAL  STORAGE 

■ 

COS 

LDRA 

CMC 

TCP 

r 

R 
R 

MVP 

11 

ABBREVIATIONS  USED 

BFC  -    BOSTON  FINANCE  COMMISSION 

CD  -    COMPLAINTS  DIVISION 

CDD  -    CIVIL  DEFENSE  DEPARTMENT 

CMC  -    CENTRAL  MAIL  &  COMMUNICATIONS 

COS  -    CENTRAL  OFFICE  SUPPLY 

GWF  -    GEORGE  ROBERT  WHITE  FUND 

LD  -    LICENSING  DIVISION 

LDRA  -    LOADING  DOCK  &  RECEIVING  AREA 

MVP  -    MUNICIPAL  SERVICE  VEHICLE  PARKING 

PID  -    PENAL  INSTITUTIONS  DEPARTMENT 

PR  -    PRESS  ROOM 

TCP  -    TRAFFIC  CONTROL  PANELS 

TRR  -    TYPEWRITER  REPAIR  ROOM 

UO  -    UNASSIGNED  OFFICE 

VG  -    VETERANS' GRAVES  REGISTRATION 

W&M  -   WEIGHTS  &  MEASURES  DIVISION 

WCMF  -   WORKMEN'S  COMPENSATION  &  MEDICAL  FACILITY 


10 


20 


30 


50 


NET  FLOOR  AREA  IN  THOUSANDS  OF  SQUARE  FEET 


SHARED  CONFERENCE  ROOMS 


EXPANSION  SPACE 


-127- 


SUMMARY  OF  SPACE 
ALLOCATIONS 


DEVELOPMENT  OF  MASS  CONCEPT 


The  Space  Allocations  Summary  on  the  facing  page  is  a  detailed  breakdown  of  all 
Total  Departmental  Space  requirements.    It  indicates  the  amount  of  a  Department's 
total  requirements  which  is  considered  to  be  Primary  and  Adjacent  and  the  amount 
of  the  total  requirement  for  which  a  remote  location  is  recommended. 


An  example  will  illustrate  the  use  of  the  Summary.    The  Health  Department  has  a 
Total  Departmental  Space  requirement  for  18,760  square  feet,  excluding  the 
Registry  and  Weights  and  Measures  Divisions.     Of  this,  454  square  feet  is  Remote 
Office  Space  required  for  counter  operations  in  the  Heaviest  Traffic  Area,  and  270 
square  feet  is  devoted  to  inactive  file  material  and  has  therefore  been  added  to  the 
central  Inactive  File  and  General  Storage  facility.    The  remaining  Primary  and 
Adjacent  Departmental  Space  allocation  amounts  to  18,036  square  feet. 


All  figures  on  the  Space  Allocations  Summary  include  20%  Circulation  for  necessary 
access  space. 
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CONCLUSIONS  AND  RECOMMENDATIONS 

Architectural  Considerations 

It  is  not  known  at  this  time  what  module  will  be  used  by  the  Architect;  this  is 
dependent  upon  other  data  in  addition  to  those  furnished  in  this  Report.    However, 
it  is  recommended  that  the  fenestration  resulting  from  whatever  module  is  finally 
decided  upon  be  flexible  enough  to  permit  wide  latitude  in  locating  partitions  with- 
out excessive  loss  of  space.    For  example,  mullions  on  7  foot  centers  could  result  in 
significant  additional  space  requirements  for  private  offices,  since  the  minimum  width 
that  could  be  accommodated  by  the  fenestration  would  be  14  feet  or  at  least  2  linear 
feet  (times  the  depth  of  the  office)  more  than  would  be  required  for  many  private 
offices.    This  excess  space  then  would  be  compounded  throughout  the  interior  areas 
since  greater  space  would  have  to  be  provided  for  internal  access  aisles  and 
circulation. 

The  next  major  problem  that  considerably  affects  interior  space  utilization  is  bay 
size.    Ideally,  from  a  planning  standpoint,  a  column-free  floor  permits  maximum 
flexibility.    However,  column-free  areas  or  long  spans  are  expensive  to  construct. 
It  is  possible  to  provide  at  reasonable  cost  a  size  that  would  permit  a  high  degree  of 
flexibility.    Studies  indicate  that  there  is  an  extremely  efficient  span  beginning  at 
27  feet  clear.     In  fact,  this  span  will  accommodate  the  majority  of  the  commonly 
used  office  arrangements.    Therefore,  it  is  recommended  that  the  bay  size  finally 
selected  take  this  factor  of  maximum  utilization  into  consideration. 

An  important  feature  of  a  new  building  that  can  contribute  greatly  to  its  functional 
effectiveness  is  an  underfloor  duct  system.    There  are  several  systems  in  use  ranging 
from  the  almost  unlimited,  but  costly,  flexibility  of  the  cellular  types  to  the 
unsightly  and  generally  undesirable  system  with  channels  on  the  surface  of  the 
floor.    Unlimited  flexibility,  though  desirable,  cannot  be  said  to  be  the  determining 
factor  in  this  case.    A  somewhat  less  flexible  but  effective  system  would  provide 
power  access  at  frequent  intervals.     It  is  recommended  that  this  type  be  installed  in 
the  proposed  building  and  that  it  provide  access  beginning  6  feet  in  from  the  exterior 
wall  and  continuing  at  6  foot  intervals  thereafter  in  both  directions,  with  provision 
in  each  run  for  high  and  low  tension  and  a  special  power  supply.     Layout  studies 
will  be  made  to  verify  the  validity  of  this  interval   .    This  underfloor  system  will  be 
adequate  to  meet  most  of  th"e  requirements  for  both  private  and  general  office  areas. 
However,  in  the  Central  Electronic  Data  Processing  space  it  is  recommended  that 
consideration  be  given  to  a  floor  system  which  consists  of  a  raised  decking  allowing 
3  to  6  inches  of  cable  space  between  it  and  the  slab.    This  type  of  system  will 
provide  maximum  flexibility  for  an  area  which  will  always  be  subject  to  extensive 
changes.    Other  special  requirements  will  be  shown  in  detail  on  layout  plans. 
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